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Introduction
The “How to Access & Respond to Mandatory Item Questions” Quick Reference Guide is designed to provide
the minimum steps necessary in accessing & responding to specific Item questions on a Bid Solicitation.

Pre-requisites
You must be a Registered Vendor in Buy4Michigan.

Steps

Step 1:
Open Bids

a.) From the Open Bids section,

choose the appropriate Bid Bid# Organization Alternate Id Buyer Diescription Bid Opening Date Eidnﬂﬂ m#l]uoie HuBI‘r‘JI
12w er
and click the Create New —
link.
AGENCY1SB00N2032 | Depertmetof Technobgy lidaChaez  [lesing 215 |Open | 1210 | View| Crese
Management and Budged Market | O13100PM New
Step 2: Quote Validation Errors
Above the screen you will see a * Terms & Conditions is not acknowledged.
Validation Error message indicating * Question #1 for item #1 is mandstory and not answered
there is a mandatory question(s) not
answered yet. Quote Validation Warnings
a.) Moving from left to right on * “our quote has not been submitted.

the Header Tabs, select the

Items Tab to complete the Quote 00002039 - Sida's World
mandatory question(s).

E B Quesgons  Subcontractors Motes Terms & Conditions  Attachments  Summary
General

Step 3: lem# | Print Questions Descripton
Sequence Bt
. _ aity | UOW | UnitCost | Discount™ | TaxRate Freight Bitended | NoBid | NoCha
a.) Click the Item # link in the . T o . = i o

mandatory question(s). 1 fes | tesing

Item # column to access the @

10 EA 50m b0

Step 4:

ltem: 1 Date Last Updated: 1211572014 01:05:50 PM User Last Updated: lsidra Chavez

a.) Answer the mandatory em Deseription: testing

guestion(s) below the quote

section. Quantity uon Unit Cost Discount % Freight Extended Amount | Mo Bid
. . 10.0 EA $10000.00
b.) Click Save & Exit once 1000.00 O
complete.
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CQuestion # Required {Question Response

are you licensed?

©Yes
O Ma

ﬂ Discount only quoles indicate discount amount off of list catalog price.

Save & Exit ave & Canfinue | Resat

[ I

Step 5:
The error message regarding the

mandatory question will disappear
once answered.

Complete your quote by following the
remaining steps:

a.) Selectthe Terms &
Conditions Tab.

b.) Accept the T&C’s.

General Item Information Validation Errors
= Terms & Conditions is not acknowledged.

General ltem Information Validation Warnings

* “Your quote has not been submitted.

Quote 00002039 - Sida's World

Subcontractors  Nofly ‘ Terms & Conditions EI'

File Mame

General Items Questions

Description

&5 STANDARD CONTRACT TERMS 03-21-14.doc (STANDARD CONTRACT TERMS 03-21-14.doc | St2ndard Contract Tems | 2t

é_tesling {Desert~17.ipa) L &

Do you accept the terms & conditions of the bid?

)) “es with exceptions

If you do not fully accept the terms & conditions. please note the excepti

Save & Continue

Step 6:

a.) Select the Attachments
Tab.

b.) Upload necessary
documents.

Quote 00002039 - Sida's World

General Items Questions Subcontractors Notes Terms & Conditiofs

ﬂ Marking an item "Confidential” will ensure the document is only seen by relevant personnel and will not be

ﬂ Click Add Attachment to add attachments.

Mo Aftachments
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Step 7: Quote 00002039 - Sida's World

a.) Select the Summary Tab.

b.) Scroll down to the bottom of
the page and click the
Submit Quote button.
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